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Using Outlook Web Access (OWA)

Getting Started
To access OWA open your web browser and type http://webmail.alabama.gov into the

drop down bar labeled “Address.” Then select the “Enter” key or click the “Go” button
next to the address bar. The following screen will appear.

ernet Explorer
JFiIe Edit Wiew Favorites Tools  Help

J HBack » = - @ 7ot | aSearch (3] Favorites @H\stury ‘ %v =N g HLinks & Customize Links & ] Account Central @] ACS Borrower Login
JAddrEss I@ http: fhanan. webmail. alabama. govy j ﬁG”

ACABAMAWeOmMall

/WEhma\' Home _/Cunla(l Webmail Administrators Official Alabama Ciirectary

Hetwork News Welcome to Alabama Webmail Webmail Login
= Wirus Information
Your Email Address:
= Spam Information This state ermployee service is
rovided by ISD Internet Services

* P & Help E)epartmen‘g of Finance. To Login, ’ Your Password:
 Cortact Us submit your email address on the
right, See FAQ page for help, or you
Hatme can contact us. Client [what's this?)
« Alabama Certralized © Brerium

E-hail (ACE) Project © Buasic

Update Webmail Network News Security (what's this?)
= Agency System

Administrstor Login

DatefTime  Subject Merna € public or shared computer

[Intemal ar WPM only] 102772004 Mirus Threat  In response to recent DOOM wins threat, E-Mail containing Fles © priuate camputer
15113 PM Response  with Extensions: bat, cmd, .exz, pif, .scr, and zip will be blocked,

1272004 Latest Virus | WE2,Mowarg.A@mm is 3 mass-maiing worm that arrives as an G et eltEkley
84129 PM Threat attachment with the Flz estengion bat, .crd, exe, .gif, .scr, ar aip. On buttan abave. By submitting
When a computer is infected, the worm will set up a backdoor into wiou are signifying you have read,
the zystem by opening TCP ports 3127 through 3198, which can uncerstood and accepted the
patentially aII_ow an attacker to connect to the compute_r_and use it as terms of use outlined in the State
a praxy to gain access to its network resources, In addition, the .
backdoor can download and execute arbitrary files, of Alabama Emai Policy (PDF). If

1/132004  Fake The Fake maszage, which sports 3 spoofed sending sddrecs of WM EEE] ED Wil GUESsTID
35449 PM MicrosoRt windowsupdate@ricrosoft.corn, uses the subject line Windows %P Access click here
Update Alert Service Pack 1 (Express)--Critical Update” to trick recipients into
opening the attached file

1f18/2004  MicrosoRt  Read the Micrasoft Bullatin Surnmaries For the new updates released
HE107 PM Tssues Tro  January 13, 2004t Microsoft Intemet Security and Acceleration
of Patches  Server Security Bulletin Summary for January 2004 Microsoft
For January  Windows Security Bulletin Summary For January 2004 Microsoft
2004 Exchange Security Bullatin Sumnmary for January 2004

1162004 FAG & Help Mare documents have been added to the FAQ and Help section,
247155 PM Updates  please check them out

lick Far older Metwork Mews

|@ lililﬂ Inkernet
igljstart |J 1 e E Iﬂi “ @nlahama We... Mlcrosuft Visio I ngdDWS Task...l OWA.doch\c...l @AsBul\tforCreat...I Rﬂ%@g!”@f‘ T =ezem
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Logging in to Webmail

Login Screen

Under the heading “Webmail Login” there are two text boxes that will allow you to login
to your e-mail account. In the “Your Email Address” textbox type your full e-mail
address. Then type your password into the “Your Password” textbox. Once you are done
click the “Log On” button to access your account.

JFI|E Edit  Wiew Favorites Tools  Help

J Back ~ = - @ at | @Search [ Favarites aH\story ‘ %- =N /| ‘g

“ Links 48] Customize Links 4] Account Central  @]ACS Borrower Login

j 6)60

JAddrass I@ hikkp: v, webmail, alabama, gowy

ALABAMA\Veomail

/Webma\l Horne /Conta(t Webrnail Administrators

Official Alabama Civactory

= hetwork hews

Welcome to Alabama Webmail Webmail Login

* Wiruz Information

T “our Ermail Address:
FelestZ@a\.ma\l

= Spam Infarmation This state employee service is

provided by ISD Internet Services,

* F&Q & Help Departrnent of Finance, To Login, four Passward:

» Cortact Uz submit your email address on the i
right. See FAQ page for help, or you

= Home can contack us. Client {iwhat's this?)

 Pramium
C pasic
Security (what's this?)

« Alabama Certralizec
E-Mail (.4CE) Project
Update Webmail Network News

» Agency System
Addministrator Login

[Intemal ar WPH anly]
B

DatefTime  Subject

Lezjzond Wiz Threat
8:45:13 PM Response

1je7jz004  Latest itz
5:41:29 PM Threat

1/18/2004  Fake
2154149 PM Microsoft
Update Alert

1132004 MicrosoRt

5107 P Tssues Trio
of Patches
For January
2004

1162004 FAQ & Help
2:47:55 PM Updates

Click Far older Metwork MNews

Mermo

In response to recent DOOM witus thraat, E-Mail containing flas
with Extensions: bat, crnd, .exe, pif, scr, and zip will be Plocked,

14132, Mowarg A@mm iz 3 mass-mailing worm that amves/as an
attachment with the Fle extension .bat, .cmd, ere, .pif, fscr. or zip.
When a cornputer is infected, the worm will set up a bgtkdoor into
the system by opening TCP pots 3127 through 2195/ which can
potentially allow an attacker to connect to the compyfter and use it as
a proxy o gain access ko its network resources, In Addition, the
backdoor can download and execute arbitrary fileyl

The Fake message, which sports a spoofed senging address of
windowsupdate@microsoft.com, uses the subjéct line Windows XP
Service Pack 1 (Express)--Critical Update” to jfick recipients inta
opening the attached file

Read the Microzoft Bullatin Surnmaties Faythe new updates released
January 13, 2004: Microsoft Intemet Sefurity and Acceleration
Server Security Bulletin Surnmary For fanuary 2004 Micrasoft
Windows Security Bullatin Suramary for January 2004 Microsoft
Exchange Security Bulletin Surnmary For January 2004

Mora docurnents have bean addeg/ta the FAQ and Help saction,
please check them out!

%) public or shared computer

7 Private computer

Fill out form and click Log

On button above. By submitting
wou are signifying you have resd,
understood and accepted the
terms of use outlined in the State
ot Alabams Email Policy (POF). I
wou need help with Cutlook Wieb
Access click here.

[&
il start |J

Example:

Your Email Address: xxxx@<Agen

& P ||[E1mabama we.. [Elvirosoit viio | meduw/

’_ ’_ |4 tnternet

ask...l OWA.dUc-M\c...l AsBui\thrCreat...I |%5®g!a®dﬂ. T

Your Password; ******

ID>.alabama.gov
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Finishing up

When you login you will go straight to your inbox. Your inbox contains your new and
existing mail messages. The following page will appear.

3 Microsoft Outlook Web Access - Microsoft Internet Explorer

JFiIe Edit Wiew Favorites Tools  Help

J daBack v = - (D 7t | isearch (G Favorites  {AHistory ‘ B S o

H Links ] Customize Links & Account Central  @]ACS Borrower Login

Jnddress I@ https: ) s, email. slabama. govfexchangef

j ﬁGn

m Folders o (4

0 Use the Options page to set your local time zone,

itew - |2 X [ 3 a5 - 15 O W @b

= (5 acetestz

[ calendar

|84 Contacts
Deleted Items
[[7 Drafts [2]
=

4 Journal

f_'a Junk E-mail

s | Motes

[ Outbox

[ Sent Items

] Tasks

(=4 acetest3
re: another test

—eme |
]d Inbox
"@ Calendar
S-| Contacts
| —
=
ﬂ Tasks
,@ Public Folders

PE% Rules

F:T Options

01| From Received
e ©

acetest2
To: acetestz
Ce: acetestd

) Log off

Tue 5/11/2004 2:26 PM =

This is a typical mail message

|@ hkkps: iy, email alabama.gov/exchangefacetest2f#

#start |J o & ™3

’7 E |’ Inkernet
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Creating a New e-mail

To create a new e-mail click on the “New” dropdown box in the toolbar, and select
“Message” from the list.

) Microsoft Dutlook Web Access - Microsoft Internet Explorer =& x|
Fle Edt Wiew Favorites Tools Help ‘
wBack - = - (@[3 A3 @search [GFavorites @Histnry)/%v SEEER HLinks &] Custornize Links ] Account Central  §]ACS Borrower Login D)
Aciress [ ] hitps: fws email slabama. gowfexchange] -] P |

Outlook Web Access
| Folders v (4] )@ Use the Oppefis page to set your lacal time zone.
=] 2 .jﬂNe X [a E 1’5‘@ '|ﬂp\Lﬁ!‘@Heln ) Log off
[ Calendar 3 Message to show in this view, Mo items are currently selected,
[85] Contacts i Appaintment
(5] Deleted Items B Contact
L) Drafts (2] @1 Distribution List
[ Inbox B Tak
& Journal %) Post in This Folder
[ Tunk E-mai 5 roder
| Hotes -
(13 Outhox
[ Sent Items
[ Tasks

e

| Inbox

".:ﬁ! Calendar
%=/ Contacts
2 Tasks

§ Public Folders

@ Rules
ij Options

|@] hittps: fuwwa.emall.alabama. govfexchange/acetestz/7Cmd=contents# [ & |4 mternet

Hstart ||| 7] @ = 5 |J EMicrosoft Out... [Elviost viso | Elwindows Task ...| Ejowa.doc -mic... | Bassultforcret. .| WAE oI @ & BT as0em
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Creating a Message

An “Untitled —Message” box will appear for you to create a new message. To create a
message type your message into the empty document editor, and type in the e-mail
address of the person/s you want to send the message to in the “To” textbox.

“3 Microsoft Dutlook Web Access - Microsoft Internet Explorer & x|
J File  Edt View Favorites Tools  Help
- i
J sHBack - = - @ a3 | @Search [ Favarites @H\story ‘ %- = ‘g “Llnks @] Customize Links @] Account Central  &]ACS Borrower Login R
JAUdFESS |@ https: v, emall. alabama, govfexchanas) j e |
J untitled - Message - Microsoft Internet Explorer S [=1ES] A d b b
Dutloo eb Access : £ M4Pp M
= = i"_-'ISeQdIH = ‘g‘,“? [0} |ﬂf| | = ‘_] Opt!on;.._.| @) Help
DFoIders ] : i il WSS e Bt
1o 5 acetestz T, | acetest3@al, mail _J Log Off
[ Calendar = T |
|65 Contacts = -
(4] Deleted Items Brc...
|.‘Z Drafts [2] Subject:
ERlnbo:
o A0 Attachments:
5 Journal
g 2unk E-mai [hormal = A Janal Cn-lAaBTUu=E== =2 =& = ssage
|| Mokes L - . .
[ Outbox ;I
[ Sert Ttems This is a typical message. |
| ] Tasks
—
| Inbox
] calendar
8| Contacts
ﬂ_Tasks
£} Public Folders &
/ R
lﬁ files & [ [ [ mermet 7
,521 Options I K
& [ 5 [@ meemet

il start |J @ E ) N H @Micmsuft I M\crusuFt\l‘...I meduws T| OWA.ch -I @Asﬁu\ltfurc...II@Untitled o W@ﬁ@ﬂ!ﬁ@f). Ti 4sePm
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Selecting a recipient

To find the e-mail address for the person or persons that you would like to send a
message to you can click the “To” button to search for a recipient by name. The “Find
Names” box will appear. There are also other search criteria available to narrow the
search.

JMicrosoft Dutlook Web Access - Microsoft Intes et =18 x|
J File Edit View Favorites Took  Help
J HBack - = - |@ 7at | aSearch [%] Favorites gsttUry ‘ \%v = W Jg g HLinks & Customize Links & Account Central @] ACS Borrower Login 2
JAddrEss |@ https: s, emall. slabama. govfexchange) j ﬁG”
Iy smeaciee A Untitled —- Message - Microsoft Interns ===
it Outlook Web Access | I il
Sisndld |2 ¥ 081 82
Lj Folders i [+
EYE T p— G T Name has heen added L] Log off
() Calendar
|85 Contacts L |
15 Deleted Items =l 7 Find Names -- Web Page Dialog x|
[[7 Drafts [2] Bee...
=] Subject: Find names in: IGIDhaI Address List ;I
il Attachments:  Display name fac
7] Jurk E-mail —_— ssage
_J Maokes m Last name: I First name: I
[ Sutbox o wies: [
[ sent Items - = ;l
j] Tasks Company: I Department: I
Office: I— City: I— 1 i
1 Click find.
Find
Mame Phone  Alias Office  Job title Company
aretest arebest
acetestl acetestl
acetestz acetestz
Acton, alan Adcton (1= Adcton@revenue, skate,al.us
| ———
|| Inbox
iﬁ Calendar
iéj Contacts
ilﬂ_Tasks
5} Public Fold
g 'ublic Folders i &dd recipient to. . e e I Bce I Properties, .. I Close I ;I
L9 Rules E—
- Ej ﬂ net i
ﬁ__'j Options l / l
& . .. [ [& [ meemet
113 7
iFMstart |J o & “ i |Microsaft .., I M\crosoFtV...I = CI ICk TO tO add reC|p|ent MEES CETL seomm
Example:

Click the “To” Button.

To find the person named acetest2 type “ac” in the “Display name” textbox, and click the
“Find” button. A list of perspective recipients will appear. Highlight the correct person
by selecting the name, and click the “To” button at the bottom of the “Find Names” box.
The name will then be added to the mail message. Continue to select names from list or
search again to find other recipients. When you are finished click the “close” button.
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Adding an attachment

To add an attachment to your email message click the “Attachments” button in the
“Untitled-Message” box. The “Attachments” box will then appear. Click the “Browse”

button and select the file you would like to attach. Highlight the correct file, and click
the “Open” button.

3 Microsoft Dutlook Web Access - Microsoft Internet Explorer & x|
J File  Edt View Favorites Tools  Help i
J sHBack - = - @ a3 | @Search [ Favarites aH\story ‘ %- = ‘g “Llnks @] Customize Links @] Account Central  &]ACS Borrower Login 2
JAUdFESS I@ hittps: ) fenana . email, alabama, govlexchange) j WGU
3 Untitled — Message - Microsoft Internet Explorer i
Dutloo eDAccess iy o
= W lsend el | s 18 b 2] options,., | @) Help
m [:Ohjej's i |ﬂ| ll 3 Attachments -- Web Page Dialog x| | B
1= [ acetestz To.. s i N 2! Log off
B Celender D tiep | —
ﬁ Contacts cc 7]
3] Deleted Items —I* Choose a file to attach: —_—
[17 Drafts [2] Bec... | Erowse... ﬁ |
Lj finbo: Subject: |
20 MmN I
[ Junk E-mail /— _ ssage
|| Motes [Hormal Look in: |3 DOCS = @k
[ Outbox 5 J
[ Sent Ttems e =
B Tasks This is : sidebar, htm
‘21 £ asys.htm
File name: Iimpullan.hlm j Open
" Files of type: [al Fies (=9 = Cancel
. \
E
l_Elc Internet 4
l_Elﬁ Internet
il start |J @ g [E_ @ H @Micmsuf...l M\crusufml QW\ndUWMI @OWA.dU...l AsBuiItF... II@Untitle... W@ﬁ@ﬂ!ﬁ@f). Ti sovem
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Attaching afile

Once you have selected the correct file, and see it listed in the “Chose file to attach”

textbox click the “Attach” button. The file will then be transferred to the “Current File

Attachments” textbox.

Gl owWA.doc - Microsoft Word
JElIe Edt wiew Insert Format Iools Table Window Help

JNUrma\ ~ TimesMew Roman ~ 12 = | B I O ”EE |§E i= £
J@ | All Entries - | [ewin -

il
1]
“mr

= O-2-A-

Atkachments:

Add the file to the list

El ‘3 untitled - Message - Microsoft Internet Explorer
Ssend| ] o4 |2 0 18,11 & ) optionsi.] @ Help
23 Attachments -- Web Page Dialog _xj
To.. =
@) Help &
J;C—I Choose a file ko attach: e —
Bee... |C:1,DELL\DOCS\importan‘htm _Browse... i e —
Subject:

Atkach

] ormal - I 4

Current file attachments

Remuve
This is a typic

Close:

’_ E |4 Internet

3]
| Drawe [y @ | ddoshapes - = R ITTO AP Z A& =15

= | =
[Page & Sec 1 85 [At 1.3 Ln3 Col3s  [REC [TRE BT [oVR [ OF

dstart || 1] @ B || Evicosoit ., | ElMorosoftv...| Ewindows 1...| @lowa doc -...| Elassuiforc.. |[[Eluntitied . B GAE RS WL suzem
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Finishing up

To attach another file repeat the above steps. To remove the file you just attached click
in the checkbox beside the file, and then click the “Remove” button. The file you just
attached will be deleted from the “Current file attachments” textbox. When you are
finished attaching click the “Close” button.

“3 Microsoft Dutlook Web Access - Microsoft Internet Explorer & x|
J File  Edt View Favorites Tools  Help i
J sHBack - = - @ a3 | @Search [ Favarites @H\story ‘ %- = ‘g “Llnks @] Customize Links @] Account Central  &]ACS Borrower Login 2
JAUdFESS |@ hittps: ) fenana . email, alabama, govlexchange) j WGU
=100] x| §" 9
Gutiook Web e 144 b b
= M dsend el | i b | 2] optians..,| &) Help
D Folders ! /3 Attachments -- Web Page Dialog x|
1= [ acetestz To.. I _JLog off
7 Colndlr @ o =—
|85 Contacts ce
3] Deleted Items = Choose a file to attach:
[17 Drafts [2] Bec... | Browse...
[ nbo:] SRt
ﬁ e Sty add the file to the list
L,a Sk Emai Atkachments: Atkach ssage
J MNotes INormaI - l , E
[ Outhox I :
[ Sent Ttems o . ip Dicioitas bk Remove d
3] Tasks This is a typic = {mportan.hm,
Close
—
| Inbox
1] catendar
5| Contacts
ﬂ_Tasks
=) public Folders |
; R
Jﬁ files & [ [ [ mermet 7
,521 Options I
(3] l_Ela Internet

il start |J @ E ) N H @Micmsuft I M\crusuFt\l‘...I meduws T| OWA.ch -I @Asﬁu\ltfurc...II@Untitled o |%5®ﬂﬂ®f)- !Im 5119 FM
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Using the Calendar

To access the calendar in OWA select Calendar from the side menu bar. The following
screen will appear.

2 Microsoft Dutlook Web Access - Microsoft Internet Explorer =& x|
J File Edt Miew Favorites Tools Help ﬁ
J GmBack + = - (2 at | @isearch [ Favorites  {#History ‘ B S m o “Links &]Customize Links @] Account Central € ]ACS Borrower Login >
| address [] https:jumw.emal lobama. govjexchange | @ee
.- 00 eD ACCess <
[ Folders O 2 |Elnew - | X | Today | 1] (7] 51| O 2 || @ Hek [ Log off
= £ acetest? Tuesday, May 11, 2004 4 May 2004 3
- alendar] = S MTWTF 5
Iﬁ Contacts 8 AM 71
(5] Deleted Items
@Drafts[z] 2 3 4 5 6 7 8
LEIanX AN El IDIEIZ 13 14 15
i Journal 9 16 17 18 19 20 21 22
g Junk E-mail 23 24 25 26 27 25 29
ke | Notes
(5] Outbox AM SOt
LZ—] Serk Ikems 1 0
| Tasks
AM
11
PH
12
PH
1
— ]
| Inbox [
= o
ﬁ Calendar 2
/ isj Contacts
i PM
Tasks
i 3
ﬁ Public Folders
@ Rules PM
--| Dptions 4 -
|@ hkkps: iy, email, alabama.gov/exchangefacetest2f# |_|—é_|' Inkernet
il start |J o & ™ H & Microsoft ... M\crosoFt\"...I = wirdows T| Own.dac-...l B AsBuilforc. . |w5®gﬂ@jﬂl T szerm
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Selecting a Calendar view

The Calendar can be seen in three different views. You can view your calendar daily,
weekly, or monthly depending on how far in advance you want to view your schedule.
Click on the “Today 1, 7, or 31” toolbar option to select a different calendar view.

3 Microsoft Outlook Web Access - Microsoft Internet Explorer (=] x|
J File Edt View Favorites Tools  Help ﬁ
J HBack - = - @ 7ot | aSearch (3] Favorites @H\stury ‘ %v =N g HLinks & Customize Links & ] Account Central @] ACS Borrower Login >
JAddrEss I@ https: s, emall. slabama. govfexchange) j PG”
Dutloo eDACCess il Lale
[~ Folders O [+ |Enew ~ [ X | Today| T (7] 3|7 O 3 || @)eb (] Log off
3 & acetestz 1 May 2004 3
cj =R Switch To Monthly View]- oot ¥
] Selals Sun Man Tue ed Thu Fri Sat SMTWTF S
(82 Contacts Apr 25 26 27 26 29 30 Mary 1 25 26 27 28 29 30 1
15 Deleted Items
@Draﬂzs[Z] 2 3 4 5 6 7 &
lenhnx 9 IDEIZ 13 14 15
4 Journal 16 17 18 19 20 21 22
[[g Junk E-mail P 3 4 5 & 7 8 23 24 25 26 27 28 29
s | Motes
y 303 1 2 3 4 5
= Cutbox
LE Serk Ikems
] Tasks
E 10 1z 13 14 15
16 17 18 19 20 21 22
lass (Monkgamery f-lass (Montgomery K-lass (MontgomeryfClass (Montgomer:
- —
| Inbax 23 24 25 26 27 28 29
jﬁ Calendar
g Contacts
=
ﬂ Tasks
30 31 Jun 1 2 3 4 £l
lﬁ Public Folders
@ Rules
:__'j Options
|@ hkkps: iy, email, alabama, gov/exchangefacetest2/Calendar ?omd=contents# lil—éilﬂ Inkernet
gl start |J o & A “ & |Microsoft ... M\crosoFtV...I = wirdows T| W owa.dac ’I ] AsBuilforc. . Rﬂg%@gH@ﬁ. T sanem

Example:

Click on the “31” option from the toolbar to view the calendar’s monthly view.

From this view you can see what today is, and where your relative appointments are for
the rest of the month. In the above calendar acetest2 has appointments from the 17"
through the 20™ of the month.
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Scheduling an appointment

To schedule an appointment in your calendar click on the “New” dropdown box in the
toolbar and select “Appointment” from the list.

2 Microsoft Outlook Web Access - Microsoft Internet Explorer =1=x]
J File Edt Miew Favorites Tools Help ﬁ
J GmBack + = - (2 at | @isearch [ Favorites  {#History ‘ B S m o “Links &]Customize Links @] Account Central € ]ACS Borrower Login >
| iddress [] https: o smal. slsbams, govjexchenge] | @eo
Dutloo eD ACCess <
EjFoIders O (o] |Elinew - | K | Today [T (7] 515 2 2 [Lll| @ Help L] Log off
3 £ acetest? ,_1j Message Tuesday, May 11, 2004 May 2004 3
- alendar] = Appointrment S MTWTES
8= Contacts 89 contact CEEEEER
Deleted Items i i
@ .@ Distribution List 2 3 45 6 7 8
[ 7 Drafts [2] & Task
LEIanX G Foder El 1012 13 14 15
éﬂjnurnal E] 16 17 18 19 20 21 zz
[ Jurk E-mail 73 24 25 26 7 28 29
ke | Notes
= Cuthox AM 30 31
LZ—] Serk Ikems 1 0
| Tasks
AM
11
PH
12
PH
1
- —
I_—ﬁ Inbox
PM
';:ﬁg Calendar 2
8=| Contacts
), PM
Tasks
i 3
ﬁ Public Folders
9 Rules PM
ij Options 4

|@ hkkps: iy, email, alabama, gov/exchangefacetest2 /Calendar *omd=contents#

#hstart |J o & W3 |
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Scheduling Options

Once the “Untitled-Appointment” box opens you can input the “Subject”, “Location”,
and any additional notes into the corresponding textboxes. You can also click on the
dropdown menus for the “Start time”, and “End Time” to choose appropriate times.
There is a dropdown menu option that you can use to help remind you of your
appointment anywhere from 5 minutes to 2 days before the appointment. There is also an
option for how to display this appointment on your schedule for anyone who might want
to schedule an appointment with you on his or her calendar.

JMicrosoft Dutlook Web Access - Microsoft Intes er =13l
J File Edit View Favorites Took  Help
J HBack - = - |@ 7at | aSearch [%] Favorites @H\stury ‘ \%v = W Jg g HLinks & Customize Links & Account Central @] ACS Borrower Login 2
JAddrEss |@ hitkps: v, email, slabama. govfexchangef j @G”

£i" Outiook Web Access i Calendar

= = T T |
[~ Falders O ] W e ~ |=j x |Today|ﬂ (7] 31 |;_‘a £ 3 | | @) Help | Log Off
3 5 acetestz Tuesday, May 11, 2004 [] May 2004 »
il _slendar] S M T W T F 5
|8 Contacts /3 Untitled -- Appointment - Microsoft Internet Explorer (] 5] P
(& Deleted Items | [ 5ave and Close|j 1] |‘!:}Recurranca... 1 nvite Attendaes|’f 3 ‘ &) Help 5% G B 5
LA Drafts [2]
= Inhox Appointment IF\vallablllty | 9 10 12 13 14 15
__@jou;ﬂ;l i Subject: Meeting with boss 16 17 18 19 20 21 22
[ & Junk E-mail -
jNDtes Lacation: Conferente Rm 224 23 24 25 26 27 28 29
= 30 31
[ Sutbox Atkachments: I
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Example:

In the above example we have scheduled the appointment for the 11" of May from 5:00 —
5:30. A reminder will be displayed 15 minutes before the appointment, and if anyone
tries to schedule an appointment at this same time the calendar will say that you are busy
at this time. This will then let that person know that they will have to pick another time.
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Appointment Availability

In the appointment view there are two tabs, one for the appointment and one for
availability. To check to see if the person you want to schedule an appointment with is
busy, or has tentative plans click on the “Availability” tab. In the textbox under the
heading “All Attendees” type the persons name and hit the “Enter” key. In between the
lines that indicate the time you want your appointment to be between a shading of some
sort will appear to indicate whether that person is busy, tentatively busy, out of the office,

or there is no information found for that time.
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Example:

In the above example you can see that acetest3 has a meeting from 5 to 6 that will
conflict with the appointment that acetest? is trying to schedule from 5 to 5:30.
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